CREATE A DATA ACCESS PAGE 


‘You can use 
the Page Wizard 
to create a data 
access page, 
which is a 

Web page that 
connects directly 
to the data in 
your database. 


You can use a data 
access page to view 
and edit the data in 
your database on 
the Intemet or your. 
‘company's intranet. 
An intranet is a small 
version of the Internet 
within a company. 
The Page Wizard will 
ask you a series of 
questions and then 
setup a data access 
page based on your 
answers. 


CREATE A DATA ACCESS PAGE 


W To create a data access Double-click Create — | W The Page Wizard E] Click the table that 
page, you must have Internet data access page by appears. contains the fields. 
Explorer 5.01 with Service using wizard. ‘To select the table that 

Pack 2 (or a later version) contains the fields you 

akala ony youn computer want to include in your 
F] Click Pages in the © in this area. 
Database window. 
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create a data access page? data from a query? 


Which tables In my database can I use to 9 Can I create a data access page using 
You can use any table in your database to Yes. The Page Wizard allows you to select 


create a data access page. When creating a the fields you want to include from queries 
data access page that uses information from as you would select the fields you want 
more than one table, relationships must exist to include from tables. For information 
between the tables so that Access can bring on queries, see pages 192 to 229. 


together the information in the tables. For 
information on relationships, see page 128. 


This area displays the EY Double-click each Each field you select. Gi To include fields from 
fields from the table you field you want to include — | appears in this area. other tables in your database, 
selected. in your page. To remove a field you repeat steps 3 to 5 for each 


‘Note: To add all the fields in accidentally selected, table. 
the table at once, click GE] double-click the field in Ej Click Next to continue. 


this area. > 
‘ots: To remove all the olds 
at once, click (<=) 


CREATE A DATA ACCESS PAGE 


You can group 

the data in your 
data access page 
to place related 
information 
together. Grouping 
data helps you 
organize the data 
in your page. 


For example, you can 
group all the customers 
from the same state 
together in your data. 
access page. 


CREATE A DATA ACCESS PAGE (CONTINUED) 


This area displays all the This area shows how To sort the records in EH Click the field you 
fields you selected to include | Access will group the data — your page, click # in this want to use to sort the 
in your page. in your page. area. records. 
E] it you want to group data Hill To remove afield you Mote: For information on sorting, 

your page, double-click selected to group data in see the top of page 283. 
the field you want to use to your page, double-click 
group the data. the field in this area. 


HE click Next to continue. 
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‘Why would I sort the records in my 
data access page? 

You can sort the records in your data 
access page to better organize the 
records. For example, you can sort 
records alphabetically by the Last 
Name field to make it easier to find 
customers of interest. If the same 
last name appears more than once 
in the field, you can sort records by 
a second field, such as First Name, 
to further organize the records. You 
can use up to four fields to sort the 
records in a data access page. 


Last tame 
| Firet name 


TERRE — 


See Poi I — —. 


Click this button until the. 
button displays the way you 


want to sort the records. 
Ascending-Sorts Ato Z, 


1109 
Descending-Sorts Z to A, 9 to 1 


{E To sort by a second 
field, repeat steps 10 
to 12 in this area, 


[T] Click Next to 


WI If you included fields 
from more than one table 
and you chose not to 
group data in step 8, 

this screen appears. 

Note: If the screen does not 
appear, skip to step 17. 


[E Click the table you 
want to be able to edit. 


‘Note: You will not be able to 
adit data in the other table(s} 


5 Click Next to continue. 
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CREATE A DATA ACCESS PAGE 


When creating 
a data access 

Page, you can 
give the page 
a descriptive 

title. 


When you view 
a data access 
page, the title 
you specify 

will appear at 
the top of the 
window. 


[E] Click Finish to The page appears, Note: To move through records 
create your page. displaying the information in a data access page, see 
You can click Back for the first record. 
‘open the page when you to return to a previous Bl If the information for the Click ‘el to save 
finish creating the page step and change your record does not appear, your page. 
(O changes to ©). selections, click + beside the first field 
on the data access page to 


display the information (+ 
E changes to ~ ). 


Where does Access store a data access 
page | create? 

Access stores a data access page as a 
separate file outside of your database 
and displays a shortcut to the file in the 
Database window. To use the shortcut to 
open a data access page within Access, 
see page 288. 


E The Save As Data 
Access Page dialog box 
appears. 

E] Type a file name for 
your page. 


will store your page. 


your page. 


This area shows the. 
location where Access 


W Access saves the page. 
il you saved the pags the dialog box. 

on your computer rather E When you finish 

than on the Internet or reviewing the page, 

your company's intranet, 

the Microsoft Office Access page. 

dialog box appears. 


ee 2: M 


You can click this area 
to change the location. 
E Click Save to save 
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How do I make my data access page available 
for other people to view? 


To make a data access page available on the 


Internet or your company's intranet, you need 
to transfer the page to a Web server. A Web 
server is a computer that stores Web pages 
and makes the pages available for other 
people to view, For 

information on 

publishing a data. 

access page to a Web. 

server, contact your 

Web server administrator. 


[e 


EX] Click OK to close 


click Ed to close the. 


CHANGE THE VIEW OF A DATA ACCESS PAGE 


You can view a 
data access page 
in three different 
ways. Each view 
allows you to 
perform different 
tasks. 


Select View 


USING THE PAGE AND DESIGN VIEWS 


KEER EREM 


W in this example, the El Click E to display Bi The data access page The View button 
data access page appears the data access page in appears in the Design view. changed from X to 3 
in the Page view. the Design view. To quickly switch 
between the Page (3) 
and Design (ÑE ) views, 
click the View button. 


N eee 
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How can I view a data access page? 


Design View Page View Web Page Preview 
The Design view allows you The Page view allows you The Web Page Preview view 
to change the layout and to review, enter and edit allows you to display a data 
design of a data access intormation displayed in a access page in your Web 
page to make the page data access page. browser so you can see how 
easier to use or to enhance the page will appear on the 
the appearance of the page. Web or on your company's 
intranet. 


USING THE WEB PAGE PREVIEW VIEW 


W Before you can display Click in this areato I The Microsoft internet When you finish 
your data access page display the data access Explorer window appears, reviewing the page, 
in a Web browser, you page in a different view. displaying the page as it click E to close the 
must save any changes El cick web Page will appear on the Web page. 

you made to the page. pom. or on your company's 

HE] Click il to save any invent: 

changes you made to the 


data access pag g 


You can open a 
data access page to 
display the contents 
of the page on your 
screen. Opening a 
data access page 


Each time you open 
a data access page, 
Access will display 
the most current data 
from your database 
in the page. 


OPEN A DATA ACCESS PAGE 


a Keone 


El Click Pages in the This area displays a W The data access page 
Database window. list of the data access opens. You can now 
pages you have created review and make changes with the data access. 
in the databaso. to the page. page, click E to close 
Double-click the data the page: 
access page you want 


When you finish 
reviewing and working 


to open. 


288 


ADD A TITLE 


E] Display the data access Click this area to A flashing insertion. To remove a title from 
page you want to add a title add a title to the data point appears in the area. a data access page, drag 
to in the Design view. To access page. the mouse 1 over the 


Type a title for your 
ap MAU wages title until you highlight 
MEC the entire title and then 
Click [i to save press the Dese key. 
your change. 


— — —n—— ee 


change the view of a data 
access page, see page 286. 


MOVE THROUGH RECORDS 


This area displays To move to another The information for 
the number of the record, click one of the ^ the record you specified 
current record and the following buttons. appears. 

total number of records. (E First record 


(X Previous record 
[E] Next record 
(OF) Last record 


Yes. You can edit the data in a data access 
page as you would edit data on a form. To 
edit data on a form, see page 146. After you 
finish making changes to data, click in 
the data access page to save your changes. 
When you change data in a data access 
page, Access will also change the data in 
the table you used to create the page. 


9 Can I edit the data in my data access page? 


It your data access page displays information 
from more than one table, you may not be. 
able to edit data in the page. 


MOVE THROUGH GROUPED LI To display the information 
for a record, click the plus 
sign (Œ ) beside the field 


If you chose to group 
(changes to E). 


data when you created 
your data access page, 
a plus sign (+|) appears 
beside the field you used 


information for the record, 
to group the data. In this click the minus sign (E) ) 
example, the records are beside the field. 


grouped by state. 


The information for one 
record appears. In this 
example, the information 
for a customer from the 
current state appears. 


Note: To once again hide the 


rema ym 


To move through the. 
records in the current 


group, use these buttons. 


To move through the. 
field used to group the. 


records, use these buttons. 


APPLY A THEM! 


Access offers 
many ready-to-use 
designs, called 
themes, that 

you can use to 
enhance the overall 
appearance of a 
data access page. 


Atheme includes 

a group of design 
elements including 
fonts, horizontal lines, 
links, bullets and 
background pictures. 


E] Click Pages in the 
Database window. 
This area displays a list 
of the data access pages 
you have created in the. the data access page in 
database. the Design view. 


W The data access page à Click Theme. 


appears in the Design view. E The Theme dialog box 
Click Format. appears. 


Why didn't a sample of the theme | 
selected appear? 


? 


If a sample of the theme you selected 
does not appear, the theme is not installed 
‘on your computer. To install the theme, 
click install in the Theme dialog box. 


Heading 1 style 


This area displays a list This area displays a 


W The data access page 
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Are there other ways I can change the 
‘appearance of a data access page? 

When you display a data access page in the 
Design view, you can change the design of 
the page as you would change the design 
of a form. For example, you can bold text, 
change the font and color of text and add 
a picture to the page. To change the design 
of a form, see pages 154 to 169. 


W To remove a theme, 


of the available themes. sample of the theme you displays the theme you repeat steps 1 to 8, 

[3 Click the theme you selected. selected. - selecting (No Theme] 
want to apply to your Note: If à sample does not Click ‘ell to save your in step 6. 

data access page. appear, see the top of this page. change. 


I] Click Ox to apply 
the theme to your data 
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RENAME A DATA ACCESS PAGE 


You can change 
the name of 

a data access 
page to better 
describe the 
information 
displayed in 
the page. 


Each data 
access page in 
your database 
must have a 
unique name. 


E] Click Pages in the E] Click the name of the. E] Type a new name for Note: Access stores a data access 
Database window. data access page you want | the data access page and page as a separate file outside of 
This area displays a to rename. then press the Enter key. your database. Renaming a data 
list of the data access E] Atter a few seconds, The data access page panes pape in doces names 
ges you have created click the name again or press — displays the new name. the Shortcut to ihe fi, but dots 
in the database. the F2 key. A black border Al rename i TE Fl, 
appears around the name. 


Nate: if you accidentally double-click 


the name of the data access p 
a the page will open. 


Create Data 43 
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If you no 
longer need 
a data access 
page, you can 

permanently 

delete the Access stores a 
page from data access page 
your database. as a separate file 
outside of your 
database and 
displays a shortcut 
to the file in the 
Database window. 
When deleting a 
data access page, 
you can delete both 
the shortcut to the. 
file and the file itself 
| or just the shortcut. 


DELETE A DATA ACCESS PAGE 


I] Click Pages in the F] Click the name of W A confirmation dialog Note: If you select Delete Link 

Database window. the data access page box appears. and Files in step 4, the Confirm 
This area displays a you want to delete. E] C ick a button to specify File Delete dialog box will appear 

list of the data access E click [F] to delete if you want to delete both Click Yes to delete the file. 

pages you have created the data access page. the shortcut to the fle and 

in the database. the file itself or just the 


shortcut. 


